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PUBLICITY

Standard Operating Procedure Manual

    

The publicity crew chief is responsible for organizing and arranging all aspects of publicity for a production.  Specifically she is responsible for:

· Making sure the press release is created and distributed;
· Making sure the publicity picture shoot is scheduled and that the pictures are taken and distributed;
· Making sure the posters are created, printed up, and distributed on campus and outside in the community;
· Making sure postcard versions of the poster are made and distributed;
· Arranging for and communicating announcements to MBC radio, MBC TV,  and campus comments;
· Making sure the lobby bulletin board is designed and created;
· Making sure the program is prepared and accurate;

· Making sure the cast and crew get copies of the archive pictures and archive recording.
STATEMENT OF THE THEATRE DEPARTMENT
Mary Baldwin College Theatre is an academic theatre.  ITS PRIMARY PURPOSE IS TO PROVIDE OPPORTUNITIES FOR TEACHING AND LEARNING the arts and crafts of the theatre and to provide practice in them under approximations of professional conditions and to professional standards.  Its secondary purposes are to enrich the learning of all students and provide the finest theatre for the college and the community that is consistent with the goals of teaching and learning.  Every person who works in Mary Baldwin College Theatre is a teacher, a learner, and a theatre artist who is entitled to respect and encouragement in the process of teaching, learning, and artistic creation.
PUBLICITY CHIEF RESPONSIBILITIES
1. You must attend production meetings as scheduled by the stage manager. Deadlines are serious.  Notify the producer as soon as you think there is the slightest chance you won't meet a deadline.  The work of another crew may be awaiting your completion of a necessary task; the producer will not strangle you for giving notice that you are having a problem and will help you find ways to get the job done.

2. Read the script of the play you are promoting at least twice. You cannot do publicity for a show if you don’t know what it’s about. Often you can also come up with some good ideas for poster designs and the lobby board simply by reading the script.

3. Consult with the director regarding period of the production, general style of the production, and whether s/he has specific publicity ideas for the show.

4. Arrange for rehearsal pictures to be taken by the deadline on the production calendar. 

a. Find a photographer. Contact the Photography professor and see if s/he or one of his/her students is available. Pictures must be digital. College Relations  and newspapers want them in jpeg format. In a pinch, a member of the Theatre faculty can usually take photos.  
b. Ask the director to choose scenes or poses that are dramatic, interesting.

a. We want three pictures of three different setups. 

b. We want scenes that focus on two actors (three at the most). 
c. We want action shots. 

d. We want at least one close up. 
c. Select the location for the shoot. You can shoot against an interesting part of the set if such is available. You can shoot against blacks. You can shoot outside. With enough time you can create a location for the shoot if you need to.   
d. Set a time and place for the shoot to happen. Coordinate with the director, the photographer, the actors to be photographed, and the costumer.  Be sure to allow enough time for the actors to get into any needed costume and makeup. Also, if the shoot is before a rehearsal allow enough time for the actors to be ready for their call time after the shoot is over.

e. Do not permit more than one photographer to work at the same rehearsal; it promotes confusion and bad pictures.
f. Be present at the photo shoot.

g. When you send the photos to press contacts  (see 6 below)  make sure you send the names of the actors appearing each picture from left to right.

5. Start thinking about a design for the lobby board. If you will be using cast headshots for the lobby board (See step 15) and they are character headshots you might be able to take them at the same shoot as the publicity pictures. If the cast headshots will be character headshots, you have to wait until costumes are done.

6. Write the press release. Ask the director if s/he wants to see it. It must be approved by the producer.  See the Press Release SOP for more details. 

a. Take the press release to College Relations and send jpegs of the pictures with the relevant information. Deadlines for this are vital. The absolute deadline is two weeks before opening.  Earlier is better. 

b. Keep a copy of all the press releases you send out.
Contacts as of April 2011

	Company
	Contact Person
	Email
	Notes

	The Daily News Leader
	
	calendar@newsleader.com
	Mail sent to this address goes to 2 reporters and 1 clerk who will put it on the events calendar

	The Daily News Leader
	Katherine Lackey, Editor Go!
	klackey@newsleader.com
	

	
	Maria Longley
	mlongley@newsleader.com
	

	The Daily News Leader
	
	go@newsleader.com
	

	Mary Baldwin College Relations WEB
	Morgan Smith
	msmith@mbc.edu
	She will put releases on MBC’s website

	MBC TV Station
	Allen Moye, Faculty Advisor
	MBCTV@mbc.edu
	Send Power Point slides with dates to start and end broadcast with all pertinent info

	MBC Campus Comments
	Bruce Dorries, Faculty Advisor
	campuscomments@mbc.edu
	

	The Hook – Charlottesville
	
	http: //www.readthehook.com/calendar/submissions.aspx
	Submit by Wednesday 8 days before event if you want to be listed. If you want to be considered for a longer write-up, send it 2 weeks early with a 800K-3MB image

	C-Ville: Charlottesville News and Arts Weekly
	Andrew Cedermark, Arts Editor
	arts@c-ville.com; Andrew@c-ville.com
	

	The Daily News Record
	Mary Lou Dean
	skyline@dnronline.com
	

	WHSV-TV 3
	
	newsroom@whsv.com
	

	WSVO 93.1 FM Staunton
	Dusty Rhodes
	dustyrhodes@clearchannel.com
	

	The News Virginian
	Gina Farthing
	gfarthing@newsvirginian.com
	She likes things two weeks out.

	Staunton City Community Calendar
	Kim Cormier
	cormierkb@ci.staunton.va.us
	

	
	
	
	


7. Check deadlines for Campus Comments and send the press release to them if the timing is appropriate.
8. Make sure the poster is designed and done. (A useful shortcut is to have the poster design such that it can double as the cover of the program.) 
a. If you don’t do it yourself, then find someone to design the poster. The best case scenario is if we can find a graphic design student who is feeling friendly towards us. 
b. Have the designer check with the director to see if s/he has any preferred images or themes for the poster.

c. Make sure the designer knows that the final image will be photocopied on 8 ½ x 11 sheets of paper. We prefer black & white designs because they are cheaper. Still we can do (and have done) color. If necessary, check with Support Services for details on their color printing capabilities.  NOTE: Support Services cannot do color printing on double-sided printouts.
d. Check with the producer about the size of the playwright’s name. Some royalty contracts specify that the playwright’s name must be no less than a certain percentage of the title in size.

e. The design should include: 

a. Show dates (including year), 
b. Show times, 
c. “Fletcher Collins Theatre” as place of performance 
d. The title of the play 
e. The playwright’s name (Remember to check with the producer for size specifications.)

f. “Mary Baldwin College Theatre” as presenter.  
g. “For Ticket Information Call 887‑7189.”  (If you’re using the same design for the program cover,  leave this line out of the image for program cover.)

f. Get final approval for the design from the producer.
9. Once the images are done and approved, take the poster image to Support Services by the deadline.  Order as many posters as the producer approves (usually 200). Make sure to specify black & white or color ink as well as paper color. 

10. Pick up posters from Support Services. 
11. Once you have the posters, make sure they get posted on campus, downtown, at the Staunton Plaza, and in Waynesboro, Harrisonburg, Stuarts Draft, and possibly Charlottesville. See the attached list of permitted posting locations on campus. See the attached list of loc​ations/merchants that have permitted posting in the past. (Ask permission of merchants before posting, and extend our thanks those who give it.) Please, update both lists as needed. Post them yourself or recruit people to help you.

a. Take two posters and two copies of the publicity photos to the Staunton Downtown Development office at their 110 West Johnson Street Suite 225 (in the old Stratton Building at the Wharf). They will put them in the kiosks.
12. IF YOU ARE THE DOING THE FIRST SHOW OF THE SEASON, send the season's calendar information to the city web manager.  Include a hotlink to the theatre web site, our Campus Map, and our events calendar.
13. One week before performance, send an announcement to MBC-TV at mbctv@mbc.edu in the form of a Power Point slide. At the same time, send an announcement to MBC College Radio*. Be sure to include in each: 

a. The title of the play, 
b. The show dates, 
c. The show times, 
d. The Fletcher Collins Theatre in Deming, 
e. The box office number for reserving tickets (887-7189).  

*Note:  Check first whether MBC Radio is operating for the semester.  This might not be applicable.

14. Starting at least a week and a half before opening, put an announcement on the campus email announcements. (The link to this can be found at the top of the page in one of the actual announcements). Note: Announcements have to be done every day. Announcements are sent out at 3:00 PM
15. Make sure the two sandwich board signs get done.

a. Paint over the old show’s title using the paint that is marked for it in the scene shop. Be sure it is outdoor paint.   Do not paint over the "MBC THEATER PRESENTS" or THE PHONE NUMBER.  
b. Paint the name and the dates of your show in the space between.  Some royalty contracts require the author's name be added. Check with the producer to see if you need it.  
c. Note: Remember the sign must be readable from 25 feet away by someone travelling at 35 MPH. Simpler and bigger are better.
d. Once the boards are painted and dry place one on Coalter Street by the college’s main gate and the other on Coalter Street in front of Pierce. 

e. Make sure the sandwich boards are wide enough that they don’t get blown over.

f. Make sure the sandwich boards are sitting on the grass and not the sidewalk.

g. Make sure the sandwich boards can be seen by oncoming traffic.
16. Check with the director to see if s/he is planning on writing any director’s notes for the program. If s/he is, politely tell the director that the more s/he can keep the notes under 250 words, the more that helps us format our small programs.

a. Check with the director to see if anyone else (dramaturge, music director, etc.) is writing notes for the program. If so, talk to them and give them a limit of 150 words.

17. Decorate the bulletin board in the lobby.  Check with the director to see if s/he has any preferred images or themes. The board design should include:

a. “Mary Baldwin College Theatre Presents:”

b. The title of the play,

c. The playwright’s name,

d. The show dates

e. “Coming Soon” with the next production title, playwright and dates

f. Usually the lobby board has headshots of the cast.

a. Ask the director if s/he wants these to be “in character” shots or not.

b. Arrange for a photographer to take the shots. Note: Don’t be fooled by their apparent simplicity. It’s harder to make headshots look good than action shots. In a pinch, a member of the Theatre faculty can usually take photos.
c. Arrange for a location for the headshot shoot. Headshots are usually taken against a neutral background like a black or blue. 

d. If the shots are “in character,” coordinate with the costume designer.

e. Get names for everyone in the cast to go with their headshots. Their names should be the same way as they appear in the program.

f. The shots can be in color or black & white.
18.   Other suggestions: 

a. Make 4x5 cards with show title, playwright’s name, dates, time, our theater, and “for tickets and more information call 887-7189” to place in student and faculty mailboxes. Figure 1,000 cards. Student mailboxes equal 900; faculty boxes equal 75. Ask permission to place any excess cards in Grafton Library at the Circulation Desk.
Also place cards downtown at places like the Bookworks or Blue Mountain Coffee near the cash register for people to pick up.  Be sure to ask permission first.

b. Hang a banner from Carpenter Academic or Grafton Library. To hang a banner from Grafton, you must enlist the help of Physical Plant. Banners from Carpenter can be hung by students. 

c. Do stunts, skits, make announcements at dinner, give previews, create lobby displays for Hunt, Pannill Student Center, Wenger Hall, etc. Hunt Dining Hall Lobby tables must be reserved through Pamela Hummel at the Physical Plant.


**Posters for academic disciplines do not need stamping from the Dean of Students office.
21. Make the program. (See the Program SOP.)
.

22. Arrange for archive pictures of the production to be taken. 

a. Consult with the producer and the director to figure out when and how. It’s best to take archive pictures either during the Tuesday night dress rehearsal of production week or, if the show is short, at a photo call after Thursday's show.

b. Ask the stage manager to notify the actors, the run crew, and the board ops of the time and date of the archive pictures.  

c. Arrange for a photographer to take the pictures.

a. If the archive pictures will be taken during a dress rehearsal, ask the director to alert the photographer to any shots the director specifically wants.

b. If the archive pictures will be taken at a photo call, ask the director to make a list of shots. Ask that the list be kept at no more then 30 shots. Ask that the list be organized so that as little time as possible is spent waiting for set changes and costume changes. 

d. Do not permit more than one photographer to take pictures on the same evening or at the same rehearsal.

e. Make copies of the pictures for the archive photo book.  These should be six to a page.  Also put a program in the archive photo book.

23. As crew chief you are entitled to two complimentary tickets to the show. Each member of your crew is entitled to one complimentary ticket. Comp tickets are not to be used for Friday and Saturday performances except for when out-of-town guests are unable to attend another night. You must fill out a ticket reservation form to reserve comp tickets. Comps are held at the door and MUST be picked up at least 15 minutes before curtain or they may be sold to waiting patrons. Be sure to notify each crew member of these rules.

24. Contact the cast and the crew and let them know that if they want a CD burned of the archive photos, that they should tell Terry. They need to give her either a blank CD or a check to cover her printing costs at $1 per page. They can ask Terry how many pages the pictures take.
25.  Contact the cast and crew and let them know that they can get copies of the archive recording of the performance for $5. They must order their copy through you, and they must pay when they order. Make a list of the paid orders and give the collected money to Terry. Note: We cannot get the copies made until we know how many paid orders we have.
26. A party for the cast and crew is held after the final Saturday performance, usually, at a place announced by the stage manager. Notify each member of your crew and encourage them to attend. Please let them know the following information: 

a. Dates, spouses and/or family members are welcome. 

b. Due to space limits, please do not invite other guests without the specific permission of the hostess. 

c. Be sure to introduce any guests to the hostess immediately after entering the party. 

d. A guest must see a performance in order to attend the party. 

e. All cast parties end no later than 2:00am. 

f. Remember that you are a guest in the home of your hostess and act accordingly. 
g. Food and soft drinks are furnished. 

h. Persons of legal age to consume alcohol should BYOL. Please do not drink anything that you did not bring other than soft drinks. 

a. Persons under age of 21 may not consume alcohol at cast parties by Virginia law. Those who do so will be asked to leave.

27. Always maintain safe working conditions. Use ladders carefully. Work with a buddy after 10:00 p.m. Return tools and equipment to their places when you are not using them. Note: You’re not done working until the space is back in order and the floors are clear

28. Participate in strike immediately after the final performance. Strike is mandatory. The goal of strike is to return ALL theatre equipment and spaces (including shops and storage rooms) to orderly condition, with everything in its place so that we’re ready to start work on the next show.  Strike continues until that goal is reached.  During strike you should:
a. Place two copies of the program in Terry’s office.

b. Place five paper clipped copies of the program in the storage bin in the prop shop.

c. Strike all exhibits and other displays set up for the show, regardless of location except for the lobby board.  Check with Terry to see if this should remain until the next is ready.

d. ALL SPACES MUST BE ORDERLY AND ALL MATERIALS STORED IN THEIR PROPER PLACES.  

e. By the next day, pick up the sandwich boards and return them to the scene shop.

f. By the next day remove posters from campus. Be sure to keep one poster for the scrapbook.


Make strike easier by planning ahead and striking as much as you can before the show ends. Faculty members are glad to help you plan your strike tasks and materials.
Press Release Format Example

(This is the industry standard way of formatting a press release. Do try to keep it to one page, if possible).

FOR IMMEDIATE RELEASE

FOR FURTHER INFORMATION







CONTACT:







Terry Southerington

540-887-7192







September 12, 2010

Murder, mystery, mayhem! Mary Baldwin College Theatre Presents

 Something’s Afoot
Mary Baldwin College opens its 2010-2011 theatre season with the musical murder mystery Something’s Afoot by James McDonald, David Vos, and Robert Gerlach.  Directed by MBC Theatre Professor Terry Southerington with Musical Direction by Brian Holsopple, this outrageously zany musical is loosely based on Agatha Christie’s Ten Little Indians and runs October 1-3 and October 6-10, 2010.

In 1935, Lord Rancour has invited six guests to his country estate in England’s Lake District for a relaxing weekend.  One by one they are being murdered by diabolical devices, masterminded for this production by MBC Theatre Technical Director Sam Koogler.  Audiences will have a blast trying to determine who the murderer is. Is it the saucy maid? The sweet young ingénue?  The dissolute nephew who stands to inherit the house? Or the tweedy amateur detective who seems to know too much?  This humorous and suspenseful musical will have audiences on the edge of their seats.  

Local theatre favorites Michael Lafferty, Michael Vayvada, Derek Critzer, and Bob Wright (fresh from his smashing performance as the mother in Shenanarts’ Hairspray) join a cast of old and new MBC Theatre performers for this show.  Undergraduate students Anna Ferrandino, Emilie Holmstock, and Michelle Brandt play the saucy maid Lettie, the sweet ingénue Hope, and the detective Ms. Tweed.  They are joined by Glenn Schudel, A.J. Sclafani, and Bonnie Morrison, who are all students in MBC’s graduate program in Shakespeare and Performance.
Please join us for what promises to be an outstanding show.  As a new feature this season, the theatre department will be providing special parking during show times, as well as a shuttle service from parking directly to the entrance of the theatre for the convenience of our patrons.  All shows will run in the Fletcher Collins Theatre in Bertie Murphy Deming Fine Arts Center at Mary Baldwin College.  Show times are 7:30 p.m. October 1-2 and October 6-9, and 2 p.m. October 3 and October 10.  Season tickets and single show tickets are available by calling 540-887-7189.  Season tickets are still available and are $40 for adults, $20 for students and seniors.  Single show tickets are $10 for adults, $5 for students and seniors. Shows do sell out so get your tickets now!

Photo: Top left: Michelle Brandt as Ms. Tweed; Top right: Bonnie Morrison as Lady Grace; Bottom left: Emilie Holmstock as Hope; Bottom right: A.J. Sclafani as Nigel.

###

MBC TV Power Point Example
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October 1-3 and October 6-10, 2010, Collins Theatre, Deming Hall


Call X 7189 for tickets





Murder! Mystery! Mayhem! MBC Theatre Presents Something’s Afoot
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